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How to Create Alerts in CalJOBS 

This section provides a step by step guide on how to create alerts in CalJOBS. Alerts 

can be created based on a variety of criteria, and the Alert will appear as a notification 

when you log in to CalJOBS. 

Creating an Alert: 

Navigate towards the “Communications” tab in the Left Navigation Panel and locate the 

“Alerts” option. 

 

 

 

 

 

 

Hovering over the “Alerts” option will show a menu of available options to the right. 

 

 

 

 

 

 

How to Add Alert Subscriptions 

 

1. To add or view an existing Alert, click on “My Alerts”. 
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2. If you created alerts in the past, the next page will show your current alerts. 

 

 

 

 

 

 

 

 

 

 

3. To edit any of the existing subscriptions, or start a new subscription, click on the 

“Modify My Alert Subscriptions” button. 

 

4. You will now be directed to a list of available alerts that are categorized by type, 

such as WIOA, WP, CRM, etc. In order to subscribe to your desired alerts, you 

must click on the check box located to the left of the alert description. Then, 

select the number of Days before, after, or since the alert (the number of days 

will vary depending on the type of alert being set up). Lastly, select when you 

would like to be notified by CalJOBS. 

 

 

 

 

 

 

 

 

 

Click the 

“Delete” link to 

delete that 

particular 

subscription. 
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5. Once your selections are made, click on the “Save” button located at the bottom 

of the page. CalJOBS will then let you know that your alert subscriptions have 

been updated.  

The next time you log-in to CalJOBS, there will be a pop-up window that will display any 

alert that has been activated. 
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How to Add Text Watch Alerts 

 

Another type of alert available in CalJOBS is the “Text Watch Alert”. A Text Watch Alert 

allows you to get an alert based on a keyword on a specific area in the system, such as 

the “Message Center Inbox” or “Job Orders”. 

 

To add a Text Watch Alert, ensure that you are subscribed to the desired alert by 

following steps 1, 2, and 3 on “How to Add Alert Subscriptions”.  

Then, navigate towards the “Miscellaneous Alerts” section and make certain that the 

“Text Watch Alert” checkbox is checked and the desired options from the “Notify” 

column are selected. If changes are made, click on the “Save” button. 

 

 

 

 

 

 

1. Once you subscribe to the “Text Watch Alert”, locate and hover over the “Alerts” 

option in the “Communications” section in the left navigation panel, and select 

“Text Watch”. 
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2. CalJOBS will then take you to a screen that shows a list of available “Text Watch 

Alerts” that have been previously created (if any). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. To create a new text watch entry, click on the “Add a new text watch entry” link 

located at the bottom of the list.  

4. Type the desired keyword in the “Text to watch” field and select the areas where 

you would like CalJOBS to watch for the specified keyword. 

 

 

 

 

 

Click here to modify your Alert 

Subscriptions. 
The “Preview Alert” link will 

allow you to see a preview of a 

Text Watch Alert. 

Edit or delete an 

existing alert. 

Click “Add a new text watch entry” to create a new 

text alert. 

Filter the list by a 

specific area. 
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5. Click on the “Save” button and the new text watch entry will be added to the list. 

 

The next time you log-in to CalJOBS, there will be a pop-up window that will display if 

any of your text alerts have been activated. 
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System Alerts 

 

Only staff has access to View System Alerts. To view all the available system alerts in 

CalJOBS, follow the steps below. 

 

1. Locate and hover over the “Alerts” option in the “Communications” section in the 

left navigation panel, and select “View System Alerts”. 

 

 

 

 

 

 

2. CalJOBS will then show the list of System Alerts. 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

You can filter the alerts 

based on the selected 

filters. 

You can change how you 

see the alerts list by clicking 

on the “Summary” or 

“Detailed” link. 

Click on the “View” link to 

see more details about that 

specific alert. 

Click on the “Show Filter 

Criteria” link to show the 

different filter options. 
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3. Click on the “View” link to see more details about that specific alert. 

 

 

 

 

 

 

 

 

 

Please note that System Alerts can only be enabled or disabled by administrative users. 

This is a preview of a System Alert. 


